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• This form is used to 
document that each 
new employee (both 
citizen and 
noncitizen) is 
authorized to work in 
the United States. 

FORM I-9 
Employment 

Eligibility 
Verification 



 

• Please complete and sign the highlighted portion of Section 1. Use 

your legal name as it appears on your Social Security Card, driver’s license, 
and/or passport. 

1-9 Section 1 



 

• As a new employee you will be expected to 
complete section 1 of Form I-9 on the first day of 
employment or before.   

 
• You must also provide original, unexpired 

documentation to support Form I-9 within four 
business days.  Photocopies of documents is not 
acceptable.  The next slide details the list of 
acceptable documents you may provide. 

 

Form I-9 Continued 



• If you chose a 
document from LIST B, 
you must provide a 
current photo ID 

 

• Employee must supply 
either one document 
from List A; OR two 
documents: one from 
List B AND one from 
List C. 

 

 

 

I-9 Documents 



• Do not fill out any part of this section 

• The employing officer must complete and sign 
this section.   

I-9, Section 2 continued 



•  Complete Form W-4 
so your employer can 
withhold the correct 
federal income tax from 
your pay. 

Form W-4 
Federal 

Withholding 



• Employee should complete and sign  this 
worksheet referring to the instructions as 
needed. 

W-4, Lines 1-10 



•   Complete 
Form WH-4 so 
your employer 

can withhold 
the correct 

state & 

county income 
tax from your 

pay. 

WH-4, State & County Withholding 



• If you were not employed or not a Indiana resident—for 
county of residence, fill in with “not applicable (n/a)” as 
show in the instructions below as of Jan. 1st  

WH-4, continued 



• This form authorizes the 
Auditor of State to directly 
deposit your pay by electronic 
transfer to a financial institution 
identified by the employee. 

  

• You may elect up to two (2) 
accounts for direct deposit. 

 

• Persons electing two (2) 
accounts must fill in the Primary 
and Secondary Direct Deposit 
sections. 

 

 

 

Payroll Direct Deposit 



• Only fill out the top portion(highlighted below) 
of the direct deposit sheet ONLY! 

 

 

 

If you have a voided check.. 



• Please have your bank fill out the highlighted 
section below. 

• Remember fill in your personal information 
and to sign and date it when its completed  

If you NOT have a voided check.. 



•  If you do not fill out the 
payroll form, your 1st 
paycheck will be a paper 
check mailed to your 
home address. 

   
• You will then be issued a 

Visa check card by mail 
for future payroll checks 
to be deposited onto.  

 
 

 
 

 

www.EPPICard.com 

Other payroll option: Visa Bank Card 



1. Form I-9 (along with your identification) 
2. W-4 
3. WH-4 
4. Payroll direct deposit form 

 
If you do not have these ready on the first day, you 

are given a small window to get them 
submitted.  

 
 

Complete all these forms and bring them in 
on your first day: 



Welcome to Indiana State 
Employment! 

Thank You 


